
































SIGN INVENTORY REPORT- DEMO 

ID# Intersection Om Station 

MUTCD 

Code 

Install 

Date 

Inspect 
Date 

ROUTE NAME: Duke Street 

2 Lee Highway s 15.500 W3-3 11/14/86 01115190 

2 Lee Highway s 15.925 R4-7 09/01/84 .· 01115190 
10 Lee Highway s 16.125 R2-1 03/20/89 01115190 

ROUTE NAME: Glebe Road 

1 Elm Street E 3.000 R2-1 06/01/85 09/09/89* 

3 Elm Street E 3.500 W3-1A 02/10/88 08/01190 

4 Elm Street E 3,820 Rl-1 04/20/87 08/01/90 

11 Elm Street E 4.100 R2-1 06/01/85 08/01190 

12 Elm Street E 4.250 W2-1 10/15/83 08/01190 

TOTAL RECORDS 8 

Figure 4, Sign Inventory Report 
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Future Enhancements . . . In its present form the SMS can be used to develop and maintain a 
sign inventory. A systematic review process can be established by tracking the age and condition 
of the signs. The final version of the SMS is being designed as a system that uses predictive 
models in conjunction with the sign inventory database to predict the signs which will require 
maintenance. In this way, an agency's limited resources can be used to inspect and replace those 
signs which are in the most serious need of maintenance. 
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~ALnLESYS~~-----------------------------------4 

This chapter will provide cities with a workable means of maintaining sign inventory data on an 
up-to-date basis. This file card method is simple and straightforward in nature and is applicable 
to communities without computer based capabilities (either equipment or staff). It is especially 
applicable to small cities whose staff, budget, and sign inventory is limited. 

The manual flle system (MFS) utilizes 5" x 8" flle cards which should be completed using the 
following instructions. A separate flle card should be completed for each sign assembly (could 
include one or more signs) identified during the sign inventory or for each new sign location. 

File Card - Front Side ... The heading of the file card indicates the basic data which determines 
the location of the sign assembly and the date the inventory data was obtained, or in the case of 
a new sign installation, the date it was first installed. Two items in the heading - "Sector" and 
"Sign #'s" should be left blank if the City has determined not to divide the City into sectors or 
assign sign numbers. If sign numbers are used, then list the numbers from left to right in the 
same order of mounting - top to bottom (for multi-sign assemblies). 

The balance of the form is utilized for more definitive information regarding the sign assembly 
and should be transferred from the Sign Inventory form completed in the field. In the case of a 
new sign installation after the current inventory process is completed or a sign change due to a 
work order (Chapter 5) on an existing sign by a field crew, the data on the sign assembly should 
be completed using the codes and instructions outlined in the inventory instructions portion of this 
section. If the sign assembly contains one sign only, a single line needs to be completed. Several 
lines in the "Inventory Data" section of the form may be required where several signs are included 
in the sign assembly. 

File Card - Back Side (Maintenance Record) ... The reverse side of the sign file card should 
be used to record the chronological maintenance record of the particular sign assembly included 
on the file card. The following instructions are provided to complete the Maintenance Record 
items: 

Date Reported - Enter the date need for maintenance action was reported (Same date 
recorded on the Work Order form in Chapter 5). 

Condition- Record the condition of the sign assembly requiring maintenance action. 

Recommended Improvements - Enter the recommended maintenance action to correct 
the deficient condition of the sign assembly. 

Date Improvements Implemented - Enter the date the recommended maintenance action 
was accomplished. 

Remarks - This column can be used for any brief remarks regarding condition or 
recommended improvement actions. 
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Route: City: 

Location: Inventory Direction: 
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WORKORDERFORM ______________________________________ 5, 

The purpose of the Work Order form is twofold: it provides information to field crews to allow 
them to accurately locate the specific sign location and to perform the work required to make the 
sign change; and it provides a record of the new sign information for updating of either the 
computerized filing system or the manual filing system. 

It should be noted that during the interim period between the beginning of the sign inventory and 
entry of the inventory data into the sign database (or transferring of the data onto MFS cards), the 
Work Order forms should be used to maintain an up-to-date record of sign changes. 

A Work Order form should be completed for each sign installation on which work is completed -
either maintenance of an existing sign or the installation of a new sign. The information recorded 
will be of the same nature that is recorded on the Sign Inventory forms included in the sign 
database. 

When a work assignment is initiated by the engineering office, their personnel will complete the 
top portion of the form (non-shaded areas) and the field crew will complete the bottom portion 
of the form (shaded areas). 

The field crew will complete both portions of the form (if the information is known) on those 
occasions when maintenance inspections reveal a problem that the field crew can remedy 
immediately without having to wait for a work order from the engineering office. 

The Work Order form should be completed utilizing the following instructions. 

Date - The date that the Work Order was initiated should be recorded in this space. 

Ordered By- Record the name of the person ordering the work to be completed. 

Assigned To - The crew leader who has been assigned this job should have his name 
recorded in this space. 

Approved By- Record the name of the person who approved this work order. 

Inventory Direction - Record the direction of travel (north, east, south, or west) of the 
original inventory team or field crew, whichever is applicable. 

Sign # - The sign number that has been designated for the sign in question should be 
recorded here. As the City's sign upgrading program progresses, these sign numbers may 
be stenciled to each sign. 
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WORK ORDER 

DATE: ---------------- ORDERED BY: __________ _ 

ASSIGNED TO: ____ _ APPROVED BY: _________ _ 

Inventory Direction: -------- Sign#: _________ _ 

~tion: em feet --------------- -------------------- ---~--

(north, east, south, or west) of _________________ _ 

Sign is facing-------- --------ft. from edge of roadway/face of curb. 

Sign is on the------ side of roadway. Sign is #----------in the assembly. 

Sign Legend: ------------------------------------------

{ Work Needed & Remarks: 
~ -----------------------------------------
1 
i 

Shape 

Size 

Reflectivity 

Height 

Work 
Completed 

Reason for 
Work 

Date of Work 

".x ------

Ft. Post Type 

Colors 

Condition 

Visibility 

Post 
Condition 

on 



Location - In the next four spaces provided record the following information: the name 
of the street on which the sign is located; the distance (in feet) that the sign is located from 
the most recent cross street; the direction (north, east, south, or west) that the sign is 
located from the cross street; and the name of the cross street. 

It should be noted that a field crew may record this information in an inventory direction 
different from that originally recorded and different from that which is the computer. 
Therefore, the office personnel transferring this data into the computer should verify the 
original inventory direction and revise all location related information to correspond to the 
original location data. 

Sign Is Facing - In these two spaces indicate the direction that the sign is facing and the 
distance between the edge of the sign and edge of the pavement or face of the curb 
(whichever is applicable). 

Side of Roadway- Record left or right in this space indicating the side of the road that 
the sign is located as the inventory team or field crew (whichever is applicable) views it 
while traveling in the "INVENTORY DIRECTION'' recorded previously. 

Number In Assembly - Information in this space should be provided only for sign 
assemblies of two or more signs on a common post or mounting assembly. Signs in the 
assembly are numbered 1, 2, 3, etc. (from highest mounted to lowest mounted sign). 
Leave the space blank if the sign installation is single signed and not multi-signed. 

Sign Legend - In this space record the legend of the sign in its entirety. 

Work Needed & Remarks - Use these spaces to indicate what work needs to be 
accomplished to complete the work order. Write brief remarks concerning anything 
unique about the sign, its location, or its mounting which are not adequately covered by 
the other data on the Work Order. 

The following information refers to the replacement sign and/or post and will therefore always 
be supplied by the field crew. 

Shape- Record the shape of the sign in this space- diamond, square, pentagonal, etc. If 
unsure of the wording, sketch the sign's shape. 

Color - In these spaces indicate the color of the sign's legend and the color of the sign's 
background. Example: a stop sign is white on red. 
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Size- In these two spaces record the horizontal sign dimension (to the nearest inch) and 
the vertical sign dimension (to the nearest inch). The following criteria should be used for 
these measurements: 

a) Square and rectangular signs - measure along horizontal and vertical edges. 

b) Diamond shaped signs - measure along sign edge from bottom comer to 
side corner. Use this dimension for both horizontal and vertical 
measurements. 

c) Triangular signs - measure along the top of the sign and along the side. 
Pennant signs should also be measured along the top (long dimension) for 
horizontal and along the side (short dimension) for vertical. dimension. 

d) Shields and. octagon shaped signs - measure in a horizontal and vertical 
direction; enter the largest dimension in each direction. 

e) Round signs- measure diameter, record horizontal distance only. 

f) Pentagonal signs - measure along the horizontal edge and vertically from 
the bottom edge to the peak of the sign . 

. , 
' .. All dimensions recorded for signs should be the size of the sign as if the corners were not 

rounded. 

Condition - Record the condition of the sign in this space. Examples: satisfactory, bent, 
defaced, faded, map cracked, rusty, peeling, not legible, badly damaged, etc. 

Reflectivity - In this space indicate whether or not the sign is reflective by recording yes 
or no. 

Visibility - Indicate the sign's visibility in the space provided. Examples: easily seen, 
hidden by advertising sign, hidden by tree limbs, hidden by parked car, etc. 

Height - Record the height (in feet to the nearest one-half foot) from the bottom of the 
sign to the level of the pavement or roadway edge or sidewalk - whichever condition 
applies. If the sign is overhead, record its height to the nearest foot. 

Post Type- In this space indicate the type of post used. Examples: steel channel or U, 
steel pipe, street name sign post, wood 4" x 4", wood 4" x 6", overhead, signal post, 
wood utility pole, steel utility pole, etc. 

Post Condition- Record the condition of the post. Examples: satisfactory, leaning, bent, 
warped, damaged, etc. 
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Work Completed - In this space, the field crew should record the work it completed. 
Examples: replaced sign, replaced post, installed new sign and post, etc. 

Reason For Work- Record the reason for which the work was completed. Examples: 
vandalism, damaged by accident, rusty, faded, non-reflective, not legible, etc. 

Date of Work- In these three spaces record the month, day, and year on which the work 
was accomplished. 

A sketch area can be included on the back of the Work Order form to assist the field crew in 
identifying the sign iocation. 
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S~Y----------------------------------------------6 
This manual has dealt with the development of an inventory and filing system that will provide 
to cities of all sizes a method or tool by which they can develop, monitor, and evaluate their own 
traffic sign program. 

The system discussed in this section is based on three general steps: collecting the data base 
which consists of an inventory of existing traffic signs; entering this data into the computer or 
onto a form for manual filing; and utilizing work order forms to maintain and update the original 
sign inventory. 

The manual file system is a simple and straightforward method of storing and retrieving data. For 
small sign systems it can be effective and efficient; however, a large city with an extensive sign 
system would find the manual filing method a very cumbersome and time consuming method for 
monitoring and evaluating its signing program. 

Utilizing a computer which has been programmed to assist in maintaining a sign inventory makes 
information retrieval simple and rapid; permits a wide variety of analyses; and reduces the chance 
for errors that might occur through manual tabulations, loss of information, overlooking records, 
etc. In general terms a computer program can be designed in a manner that it can address the 
following functions. 

1. Maintain an up-to-date inventory of all the City's signs conveniently available. 

2. Provide a permanent record of all completed maintenance and new traffic sign 
work. 

3. Develop and maintain a data base which can be used to identify trends in the type 
and quantity of sign improvement and maintenance work being accomplished. 

4. Provide a means to quickly evaluate existing signing for condition and compare 
sign conformance to the Manual On Uniform Traffic Control Devices. 

5. Assist in the development of spending priorities and budget requirements and 
purchasing of materials. 

6. Permit more efficient scheduling of field work. 

A city is not limited to any of the functions, goals, inventory data, output information, data· 
collection procedures or any of the recommendations stated and described in this manual. A city 
may develop an inventory and filing system (whether manual or computer-based) as extensive and 
sophisticated as it needs to satisfy the parameters of its own particular signing program. 
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SIGN INVENTORY FORM 
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: srGr r 1 ocr.: ror' srGrJ LEGE NO I ~lLJJ ~rS~ R ~ /:; ~ REMARKS/RECDMMENDA rroNs 
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DIRECTION FACING 
N. SIGN FACES NORTH 
S. SIGN FACES SOUTH 
E. SIGN FACES EAST 
W. SIGN FACES WEST 

SIDE OF ROADWAY 
R. RIGHT SID[ 
L. LEFT SIDE 
0. OVERHEAD 
M. MEDIAN 

SIGN SHAPE 
1. DIAMOND 
2. RECTANGULAR 
.J. SQUARE 
4. OCT AGONAL 
5. TRIANGULAR 
6. ROUND 
7. CROSSBUCI< 
B. PENT AGONAL 
9. TRAPEZOIDAL 
0. OTHER 

SIGN COLOR 
1. BLACK ON WHITE 
2. BLACK AND RED ON WHITE 
.J. WHITE ON BLACK 
4. WHITE ON REO 
5. RED ON WHITE 
6. GREEN ON WHITE 
7. WHITE ON GREEN 
8. BLACK ON YELLOW 
9. YELLOW ON BLUE 
0. OTHER 

REFLECTIVITY 
1. REFLECTIVE 
2. NON-REFLECTIVE 

SIGN VISIBILITY 
1. EASILY SEEN 
2. HIDDEN <REMARKS> 

SIGN FACE MATERIAL 
B. BUTTONS 
E. ENAMEL CPAINTJ 
G. ENGINEER-GRADE SHEETING 
H. HIGH INTENS!T Y SHEETING 
P. PRISMATIC SHEETING 
N. NON-REFLECTIVE SHEETING 
0. OTHER 

SIGN BLANK MATERIAL 
A. ALUMINUM 
S. STEEL 
W. WOOD 
0. OTHER 

POST TYPE 
C. CHANNEL OR U 
L. LIGHT STANDARD 
M. MASTARM 
P. PIPE 
S. SIGNAL STANDARD 
T. TELSPAR 
U. UTILITY POLE 
W. WOOD C4"X4") 
X. WOOD <4"X6") 
0. OTHER 

POST CONDITION 
1. SATISFACTORY 
2. LEANING 
J. BENT <METAL) 
4. WARPED <WOOD> 
5. DAMAGED 
6. OTHER 

SIGN CONDITION 
B. BENT 
D. DAMAGED 
E. EXCELLENT 
F. FADED 
G. GOOD 
L U£GI8LE 
R. RUSTY 
0. OTHER 
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Route: Joae:s -Sfceef City: &-iead<v 

Location: /5 1 N. o.P ~~-~- Inventory Direction: II 
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Maintenance Record 

Date condition 
Recommended Date Improvements Remarks 

Reported Improvements Implemented 
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DATE: q_ ZB- 8Z:.. 

ASSIGNED TO: V 0 Gy 

WORK ORDER 

oRDERED BY: De c.. 

APPROVED BY =---Gi~L;;:;:;.._FS""-----­
Inventory Direction: __ 0..=;.. __ _ Sign#: IZ3 

Location: On 0ona-? ~a) , ___ 1_5_· ____ feet /?ovtf? 

(north, east, south, or west) of __ l_.::s_-l-__ ~;;;;.._._1...;.1....:;~...;;.e~J-----

Sign is facing //0 v..../-t-; , I C) ft. from edge of roadway/face of curb. 

Sign is on the / <Z: 4 side of roadway. Sign is # / in the assembly. 

Sign Legend: S~ p 

Work Needed & Remarks: Si':t' t:6. c:k:z..Coc,z:d - nz:plad 
Ci--1- 7 / hcVqhf 

Reason for <::> . (' ~ _ _ 1 .. J 
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